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Using the Add/Edit Family Tool Platform

Adding or updating the Address, Email or landline phone:
1. Click Contacts and locate one member of the family.
2. Click the Tools button and choose the Add/Edit Family tool.
3. Update the address.

Adding new family members to an existing family

Open the contact record for any member of the family and click the Tools button
Choose Add/Edit Family

Click the Add New Family Member link af the bottom of the screen.

Complete as much information as is available for the new family member.

Click Save and Close.
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Adding a parishioner to your parish

Prior to Ministry Platform, you had to add people to your database if they were joining your parish or if they were
participating in Religious Education or a school family. Ministry Platform is a centrally located database and it lets
parishes add another parish’'s contacts to your events and groups for special circumstances like Religious Education
fraining, Sacraments and attending your school.

1. Did you get a formal registration indicating the family would like to join your parish:
a. Yes, lreceived a registration form: Proceed to step 2.
b. No, they are not joining my parish. They are taking part in the following groups

e Religious Education: If the family already exists in MP, you can just add the student to the formation group
you created. If they do not exist proceed to step 2.

e Sacrament: If the family already exists in MP, Update their sacraments using the Add/Edit Sacrament tool. If
they do not exist proceed to step 2.

e School Family: If the family already exists in MP, add the student to the school group you created and then
stop. If they do not exist proceed to step 2.

Click Contacts and then click the Tools button.
Choose Add/Edit family tool.

Click in the Search field and type your search like this Last Name, First name. Example: Doe, John.
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Does the Family Exist in MP?

e Yes, they do exist in Ministry Platform:
o Choose your parish from the Congregation drop down.

¢ No, they do not exist in Ministry Platform. Click the New Family button.
o Choose your parish from the Congregation drop down.

6. Enter or double check the information on the Add/Edit Family tool for each of the members; editing the text
where needed and using the Add new Family Member button to add additional members.

Refer to the table on page 2 for setting the Participant/Member Type.

8. Check the box to create a Donor record unless already checked. Usually, you would click that box for the male
Head of Household unless he is not Catholic. You only need one Donor record unless HOH's are giving
separately.
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9. Manually enter an envelope number or use the Assign Envelope Number button to assign the envelope number.

10. Be sure to check the Heads are married field for married couples.

11. Click Save and Close
12. Click Save and Close the Add/Edit Family tool.

13. Click the blue link next to the Family record field.
14. Click Edit Record and enter today’'s date as the Registration Date.
15. Click Save and Close the family record.

Entering sacraments for all family members:

Refer to these instructions for entering any sacraments for which you have information.

https://www.eriercd.org/images/pdf/computer/mp/Sacraments.pdf

Situation

Member Type

Registered Parishioners

Registered Member

Non-Catholic spouses who wish to join the parish:

Enter their contact details as you would
any other member of the family. Be sure
to fill out the Religion field as is
appropriate.

Non-Catholic spouses who do not wish to receive mail
from the church:

Household Position = Other adult;
Member Type = Non-Member
Contact Status = Inactive

Religion = Choose the appropriate
designation.

Former parishioners who have become Inactive

Non member

People afttending Religious Education classes who are
not already in Ministry Platform anywhere in the Diocese

Faith Formation Family

People aftending your Catholic School who are not
already in Ministry Platform anywhere in the Diocese

School Families

people associated but not registered with any parish in
DioFrie:

e Receiving sacraments,

e Being entered for the recording of clearances,
e Aftending events such as Bible Study

e Some other way associated but not registered

Associated Member

anywhere in the Diocese

People who have given to your parish who are not Donor Only
already in Ministry Platform anywhere in the Diocese
Guests or Visitors who are not already in Ministry Platform | Guest/Visitor

Adding a family.docx



https://www.eriercd.org/images/pdf/computer/mp/Sacraments.pdf

